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Federal Property Management Regulations § 101–9.103

GSA’s responsibility extends to all
Federal agencies.

§ 101–9.102 Objective.

The objective of mail management is
to ensure rapid handling and accurate
delivery of mail throughout the agency
at minimum cost consistent with agen-
cy mission requirements.

§ 101–9.103 Definitions.

In part 101–9, the following defini-
tions apply:

Addressing standards means the rules
and regulations governing the address-
ing of mail, developed by the U.S. Post-
al Service, that enhance the processing
and delivery of mail, reduce ‘‘undeliv-
erable as addressed’’ mail, and provide
cost reduction opportunities.

Class of mail means the classes of
mail (First-Class, Second-Class, Third-
Class, Fourth-Class, and Express Mail)
established by the U.S. Postal Service
for U.S. domestic mail.

Courier means a private delivery
company or an individual that works
for such a company.

Expedited mail is a generic term used
to describe mail to be delivered faster
than U.S. Postal Service delivery of
First, Second, Third, and Fourth-Class
mail.

Facility means any location where
mail is processed for dispatch.

Facility mail manager means the per-
sons responsible for mail management
at a facility.

Federal agency or agency means any
executive department as defined in 5
U.S.C. 101, a wholly owned Government
corporation as defined in 31 U.S.C. 9101,
any independent establishment in the
executive branch as defined in 5 U.S.C.
104, any establishment in the legisla-
tive or judicial branch of the Govern-
ment (except the Supreme Court, the
Senate, the House of Representatives,
and the Architect of the Capitol and
any activities under the direction of
the Architect of the Capitol).

Incoming mail means mail coming
into the agency delivered by an outside
source (vendor or agency).

Internal mail means mail that is
transmitted within an agency by that
agency’s mail center staff, including
worldwide distribution, and is not proc-

essed for delivery by the U.S. Postal
Service or any private company.

Letter means a message directed to a
specific person or address and recorded
in or on a tangible object. A message
consists of any information or intel-
ligence which is recorded on tangible
objects such as paper in sheet and card
form, or magnetic media.

Mail means letters, hard copies of
electronic communications, memo-
randa, post and postal cards, docu-
ments, drawings, microfiche, publica-
tions, catalogs and other hard copy
communications, as well as packages
meeting U.S. Postal Service size and
weight requirements, for distribution
or dispatch regardless of the distribu-
tion, dispatch, or delivery method in-
cluding messengers and couriers. An
item is considered mailable if it meets
the following requirements set by the
U.S. Postal Service: a mailable item is
an item that will not injure people or
property, weighs 70 pounds or less, and
is not more than 108 inches (combined
length and girth). Mailability require-
ments, restrictions, and exceptions are
found in the U.S. Postal Service’s Do-
mestic Mail Manual (other mail ven-
dors provide similar written guidance
for items sent via their delivery serv-
ices).

Mail center means a centralized loca-
tion where mail is processed.

Mail piece design means preparation
of letters, cards, and flats consistent
with U.S. Postal Service requirements
and recommendations.

Mail preparation means those proc-
esses involved in preparing mail for
dispatch in such a way that it meets
U.S. Postal Service requirements.
These processes include, but are not
limited to: sorting, barcoding, banding,
air control tagging (ACT), designing
mail pieces, and palletizing.

Messenger means an agency employee
who delivers agency mail.

Outgoing mail means mail generated
from within an agency facility that is
addressed for delivery outside that fa-
cility; i.e., within or outside the agen-
cy, and is processed for delivery by the
U.S. Postal Service or a private com-
pany.

Service standard means the depend-
ability (consistency of arrival at ad-
dressee’s location) and timeliness
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(meets delivery standard established
for the class of service procured) of
mail delivery.

Special services means services for fees
other than postage; e.g., registered,
certified, insured, business reply mail,
merchandise return, certificates of
mailing, and return receipts.

Worksharing means presorting,
barcoding, or otherwise processing out-
going mail in such a way as to qualify
for reduced postage rates. Agencies
may participate in worksharing
through contracts with vendors, when
authorized by that agency to enter into
such contracts, or through in-house ef-
forts.

Subpart 101–9.2—Program
Implementation

§ 101–9.201 Agency responsibilities.

The head of each agency, or his or
her designee, must designate an agency
mail manager to be responsible for es-
tablishing an agencywide mail manage-
ment program. The agency mail man-
ager must have visibility within the
agency and be at a managerial level en-
abling him or her to execute an agen-
cywide program. The responsibilities of
the agency mail manager include:

(a) Ensuring agencywide awareness
and compliance with the mail manage-
ment standards set forth by the U.S.
Postal Service in the Domestic Mail
Manual, the International Mail Man-
ual, the Memo to Mailers, and the
Postal Bulletin, as well as GSA stand-
ards and guidelines.

(b) Negotiating on behalf of the agen-
cy with the U.S. Postal Service for
mail related services and implementing
operational procedures for services ac-
quired from private delivery vendors
and couriers.

(c) Developing and distributing
throughout the agency an agency mail
cost control program. The agency cost
control program must include, in addi-
tion to written policies regarding ac-
tions and procedures necessary to pro-
vide timely and cost-effective dispatch
and delivery of mail, a plan for transi-
tion to automated mailing procedures,
including: automated addressing, ad-
dress list management, and electronic
mail. This program must include:

(1) Developing and issuing on an
agencywide basis program directives,
guidance, and policies for timely and
cost-effective mail management. Cop-
ies of program directives, policies, and
guidance must be available for inspec-
tion by GSA. This includes at a min-
imum:

(i) Instructing mailers to use expe-
dited mail only when required. Mail
managers should require that mailers
avoid excessive use of expedited mail
services. Generally, expedited mail
should not be used on Fridays, week-
ends, or the day before a holiday. When
expedited mail is needed on Fridays,
weekends, or the day before a holiday,
the mail manager must coordinate
with the mailer to ensure delivery to
the addressee. For example, if the ad-
dressee’s building will not be opened
consider other delivery arrangements.
The mail manager must establish con-
trol procedures including written in-
structions on cost-effective use of expe-
dited mail and must review scheduled
expedited mail dispatches to determine
if expedited service is necessary. If ex-
pedited mail is not necessary, alter-
natives to be considered include, but
are not limited to: First-Class and Pri-
ority Mail, from the U.S. Postal Serv-
ice and package delivery services from
other vendors, if the agency has the au-
thority to contract for or enter into
agreements with such vendors and in
accordance with any existing contracts
or agreements for such services to
which the agency is a party.

(ii) Maximizing agency cost-effective
participation in worksharing programs.
This includes proper address list man-
agement, compliance with automation
addressing standards, presorting, and
barcoding.

(2) Monitoring through the agency’s
local mail managers at all mail facili-
ties, mailings, and other mail manage-
ment activities using onsite inspec-
tions, checklists, or other inspection/
review methods.

(3) Developing and directing agency
programs and plans for proper use of
transportation, equipment, and supply
vendors, relative to mail management.

(4) Maintaining records of agency-
wide volumes (in pieces) and agency
postage expenditures (in dollars) by
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